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Board Governance

overn as stewards
stablish organizational purpose

xercise fiduciary responsibility

legate authority and ensure accountability
Spak and act as one

Spend the board’s time only on things that matter

S

Commit resources and time to developing good
governance
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Prospective Board Members-Handout #1
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Development (fundraising strategy,
sustainability)

Marketing and Communications (website,
newsletter, PR, brochure, etc.)

Facilities Management

Curriculum Development
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Board Roles-Handout #3
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Board Agreement-Handout #4A




30drd Job Descriptions

Board President Job Description-Handout #4B
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Job Description

Position Title: President

ReportsTo:  Executive Committes

Summary

The President serves as the chairman of the board and is responsible for the board abiding by the by-
laws, and ensuring that all committee functions and that of officers are executed. The President has the
ultimate responsibility of mainta the integrity, the stability, and the operations of ORGANIZATION
and that the board and membership actions reflect the mission, values and vision of DRGANIZATION.
The President shall serve a single three year term.

Essential Duties and Responsibilities
The President is responsible for the following duties:

Board Management
Attends monthly board meetings.
Prepares monthly status, annual and other reports.
Provides input and goals to board for strategic planning purposes.
Attends other events/meatings as nacessary.
Coordinates board orientation sessions.
Guides the board in policy making.
Serves as legal representative of the organization in financial and contractual
Recruits, educates and mentors board members as to their functions and duties.

Executive Leadership
= Serves as Chairman of the Board.
® Serves on the Executive Committee.
& Assaesses the neads of the organization on an on-going basis.
=  Maintains the adherence to the by-laws and policies.
=  Supervises the Vice President in the implementation of the strategic plan process.

Communication
= Communicates to the membership as needad via email, phone and newsletter.
# Ensures the maintenance of committee records.

Financial Management
«  Ensures that the organization has an annual budget and that the board administers the
funds accordingly.
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Position Term Expires

Jane Doe Board President  April 2009
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D & O Liability Insurance
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Wither Responsibilities

cers Liability Insurance

rotects past, present and future directors and
officers of nonprofit organizations from damages
esulting from alleged or actual wrongful acts they
ay have committed in their positions. The policy
provides protection in the event of any actual or
alleged error, misstatement, omission, misleading
statement, or breach of duty.
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Assessment Tool-#6

Board Assessment Survey

regarding finances, operations, and results. They alsc extend transparency internally,
ensuring that every board member has egual access to relevant materials when making
decisions.

COMPLIANCE WITH INTEGRITY (7)

Exceptional boards promote strong ethical values and disciplined compliance by establishing
appropriate machanisms for active oversight. They use these mechanisms, such as
independent audits, to ensure accountability and sufficient controls; to deepen their
understanding of the organization; and to reduce the risk of waste, fraud, and abuse.

SUSTAINING RESOURCES (8)

Exceptional boards link bold visions and ambitious plans to finandial support, expertise, and
networks of influence. Linking budgeting to strategic planming, they approve activities that
can be realistically financed with existing or attainable resources, while ensuring that the
organization has the infrastructure and intermnal capacity it needs.

RESULTS-ORIENTED (g9)

Exceptional boards are results-oriented. They measure the organization's progress towards
mission and evaluate the perfformance of major programs and services. They gauge
efficiency, effectiveness, and impact, while simultanecusly assessing the guality of service
delivery, integrating benchmarks against peers, and calculating return on investment.

INTENTHOMAL BOARD PRACTICES (10)

Exceptional boards purposefully structure themselves to fulfill essential governance duties
and to support organizational priorities. Making governance intentional, not incident al,
exceptional boards invest in structures and practices that can be thoughtfully adapted to
changing circumstances.

CONTINUOUS LEARNING (1

Exceptional boards embrace the qualities of a continuous learming organization, evaluating
their cwn performance and assessing the value they add to the organization. They embad
learmning opportunities into routine governance work and in activities outside of the
boardroom.

REVITALIZATION (12)

Exceptional boards energize themselves through planned turnover, thoughtful recruitment,
and inclusiveness. They see the correlation between mission, strategy, and board
compeosition, and they understand the importance of fresh perspectives and the risks of
dosed groups. They revitalize themselves through diversity of experience and through
continuous recrurbment.

Excarpted from The Seurce: Twelve Principles of Governance That Power Exceptional Boards Waskingion, DC-
BoardSource 2003, For mare infermation or to order a copy qf the compiete book, please visit
wrww boardsource.org ar call 800-F83-6262.
Handout 26




F

Hective Meetings: Guide

Board Guidelines-Handout #7

Regularty scheduled meetings
a. Board Meetings
when?
Whera?
b. Executive Committea to meet monthly, date and time TBD

Communication process
a. Emnail is prefarred
b. Phone call if requested by board member or due to shortened timeline

Meeting Preparation
a. Committee reports are sent to secretary one week in advance of meeting by
committee chairs and treasurer.
b. Agenda, committee reports and additional materials for meetings are sent by
secretary to board members five days in advance of meeting.
Board members are expected to read all meeting materials in advance of the board
meeting and come to the meeting prepared for discussion and decisions.

Agenda
a. Consistent format
b. Consent
Itermns for business submitted from board members and committees
d. Distributed prior to board meeting

Roles and responsibilities
a. Board members (committes or board positions)
b. Additional reles and responsibilities to be determined
c. Executive committee (president, vice president, secretary, treasurer) established
d. Board development committee responsible for board member orientation

Committee chairs

a. Marketing and communications
Fundraising
Board development
Finance

a. Legal

f. Public relations

Quorum establishment
a. Simple majority (51%)

|
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ective Meetings: Consent

gen 15

Consent Agenda-Handout #8

Board Resource Tool from the Midwest Center for Nompr: Leaders]

Consent Agenda
David O. Renz, Ph D

What is a Consent Agenda?

A consent agenda is a practice by which the mundane and non-controwversial board action
items are orgamized apart from the rest of the agenda and approved as a group. This includes
all of the business items that require formal board approval and yet. becanse they are not
controversial, there is no need for board discussion before taking a vote. Items may be on a
consent agenda only if all board members agree; if even cne member considers a specific item
to need discussion, it must be removed and placed on the regular agenda for the board
mesting.

Why are Consent Agendas Used?

Consent agendas are used to save board meeting time and to help ensure that board meetings
focus on substantive topics that are worth discussion. Through the “bundling™ process, the
entire set of items of business that are not worth board meeting time can be voted on in one
action versus taking the time to vote on each individual 1temn.

When Should Consent Agendas Be Used?

Consent agendas should be used when there are a munber of non-controversial business items
on which the board needs to vote. Complete information must be provided in advance of the
meeting to all board members, snﬂlateachknnwswhalisheingpruposedsnd}n:ﬂle
opportunity to consider whether the item truly is non-comtroversial. The key here is “non-
controversial,” and the definition of non-controversial may vary from organization to
organization Consent agenda items often are matters that a bylaw or some other rule or
regu]ahon requires to be formally approved by the board, yet there 1s no value added by
engaging the board in discussion about the item (e.g.. a routine lease renewal for a facility
already inchuded in the approved agency budget). Consent agendas are nor to be used to hide
actions that will be controwversial — to do so breaches the I:rusl of the board and undermines the
wvalue of this practice.

Where Should Consent Agendas be Placed within the Overall
Meeting Agenda?

The consent agenda typically appears very near the beginning of the regular meeting. This
allows any item removwved from the consent agenda to be placed onto the overall agenda for
discussion and action later in the meeting. As with all formal board action, a quorum nmst be
present to in order for action on the consent agenda items to be legitimate and binding.
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Status Reporting

Board Status Report-Handout #9

Board Member:
Distribution: Board
Positi

1.  Agenda ltems (summary of anything for board discussion bulleted)

2. Tasks achieved since last report and tasks scheduled: (what the committee has done and
weill be doing)

3. Budget (current expenses and/or items requiring board approval)
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Jivision of Roles

oard & Administrator Roles-Handout #10

Establishes mission and program
direction for the charter school
and approves goals and

those ends.

Reviews strategic plan and
Progress.

Assesses compliance/progress in
achieving educational and othver

Policy Develop and adopt written

policies. Responsible for assuring the

responsible for reviewing implementation of policies and for
assisting the board in analyzing paolicy
options.

i Implements personnel polices.
Recommends changes in personnel
policies to the board.
i Hires all personnel and evaluates

Resource Responsible for assuring long-

Development range commitments of
resources; establishes a fund
development plan and Develops grants and other funding
participates in its applications, plans fundraising events,
implementation. enters business ventures to support
Reviews and approves all major

Board i i Facilitates training and information

Accountability exchange for members in preparation
for selection of Board directors.
Facilitates effective communcation
among Board directors.

The Balance Business board Eaadminroles
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Jivision of Roles

Worksheet-Handout #11

Governing Board and Administrator Roles Worksheet

How to Use this Worksheet

This tool is designed for use by a charter school that is already operating. i should be completed via a discussion by goveming
board members, the lead administrator, the business manager andfor other senior administrative staff, as appropriate for the
charter school. The board should specify when subcommitiees have a role.

The purpose of the instrument is to have a detailed discussion about roles and responsibilities and keep the documentation for
future reference. The list of items is not exhaustive and may be adjusted to suit the unigue needs of the charter school.

Mote: in the chart, the word “blend™ means the board and administration each hawve a role. In the case of blended roles,
specific delineations should be noted in the “notes™ column.

Board
Implements the vision/mission on a
daily basis

Ensures compliance with the original
charter

Maintains legal status; ensures proper
papernwork is filed

Develops the strategic plan &
implements it

Prepares & distnibutes board packets

Identifies the need for new board
policies

Maintains contact with the authorizer
Maintains relations with key communi

]
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Board Decisions-Handout #12
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WIministrator Recruiting

Selecting Administrator-Handout #13

Selecting, Reviewing and Supporiing the Administrator
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6a 0 of School Job Descri ption

Job Description-Handout #14

Example: Head of School Job Description

The head of school is the sole employes of the board of trustees. In situations with very large schools
and multiple divisions and/or campuses, often there is a president and one or more school heads. In
thase instances, the following job description is "divided” between president and school head(s), as
mutually agreed upon by the president and the board of trustees.

Position Title: Head of School
ReportsTo:  Charter School Board of Directors

Summary

The Head of School is responsible for overall operations of the school. S/he is a member ex officie of all
standing committees of the Board, represents the Board to faculty/staff and studentsHamilies of the
school, and sees that the general policies of the Board are understood and followed. Sihe hires faculty
and administration, holds regular mestings of the faculty and staff, and supervises and coordinates the
activities of the entire organization.

[Essential Duties and Responsibilities
The Head of School:

Board Relations

Works with the board of trustees, its chair, and its committees in carrying out established school
policies; reviews those policies and make recommendations for changes; attends meetings,
prepares reports, maintains board records, and keeps trustees informed on all aspects of the
school's operation.

Provides to the board of trustees various scenarios and possibilities for the board to consider as
it does its work focusing on the strategic future of the school.

Operations Management

Supervises all programs of the school (academic, athletic, ethical, and other extracurricular
|programs); monitors curriculum, grading, testing, and reporting to parents; prepares for and
conducts periodic program evaluations; submits reports to extemnal agencies as required;
estabiishes disciplinary policies and standards of conduct.

Manages the sometimes competing demands of the various constituencies of the school

The Balance Business
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Periormance Management

Performance Plan-Handout #15

Example: Performance Management Plan

Position Plan/Responsibilities of Job
Insert relevant job responsibility information here _

Manager/Reviewer Comments
Insert comments from manager/reviewer here __

Manager Signature:
signature indicates manager set objectives and measures for the coming year and conducted the annual review

Employee Comments
Insert comments from employee here _

Employee Signature:
Signature indicates employee has received annual review and objectives and measures for the coming year.

The Balance Business
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Organization

I

Board &
Committees

Strategic Planning Process

Objectives

Il

Establish
Measure-
EES

|

Tactics
and Tasks

Plan
Completion

4

Plan
Execution

4

Evaluate
Results
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e Beth Geagan

210 N 6th Street
Boise, Idaho 83702
208-424-6665
208-863-7029

- bgeagan@thebalancebusiness.com
A
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